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Shelter In Place at your Office

Shdtering in place in your workplace issimilar to shelering in place & home, lut there are some
signifcant diferences.

The bagi steps remaithe same:

1)
2)
3)
4)
5)
6)
7)

Shut andock al windows ad doors

Turn off al air handlhg equiprant (heating, veitation, am/or air conditiomg)

Go to a pe-determined sheltering room (or rooms)

Seal anyindows and/or veda with sheets of gktic and duct tape

Seal the door(s) with duct tape around the topdnothnd sles

Turn on a TV or adio and listendr further instructions.

When the “dl clear” is annaunced, open windows and doors, turn on venilation sysems
and go outsie untiithe lilding’s ar has lben eghamed wih the now leanoutdoor air.

Additionalsteps that éites ned to consler:

1.

Employees cannot be forced to dbeln place. Tarefore, it ismportant to develop your
shelterin place plan wih employeesd maximize the coperaion of emplo/ees with he
shelterplan. Deermine if all employees will shelter if some will leave the building
before shéér procedures are put in place.

Devebp an acountablity system. You lsouldknow wto is n your liilding and whre
they are if an emergency develops. Visitors should be made aiwawarooffice’s
decision to shelter in gte if adwsed by emergenaypanagemerofficials.

Duties should be assigned to speainployees. Those emapées should have backups.

Drills should beplanned angxecued on aregularbasis. Aftewards, the drill should be
critiqued by employeesral/or drill monitors from the Locd Emergeng Planning
Commitee (LEPC). Lessons learned sliooé inorporated into your Shelter In Place
plan.



Before an emer gency occurs

Discuss emrgency procedures tiall enployees. Explin sleltering n place to your emgyees
or invite the LEPC or local Fire Chief to explain the emegeng waming system and $eltering in
place. Byhavirg a discussen with allemploges about sheltegnn phce and its use, the team
appraach can wek to implement an fective shelering plan.

Select a room or rooms to seive assheler rooms duing chemial emegencies The moms shauld
be laige enough to provide a least 10 square feet per person shelered. A sheler room shauld
haveas fev windows, vets and doorssaposdile A windowkss roomsi best. Te LEPC or Fe
Chiefcan provide asstancen selectig the best room(s) for stezing.

Break rooms or conérencaooms wih fewor no wirdows carbe usd for skelters Hallwaysare
somdimes usel in indit utional settings. In a closet or other storage ara in he shelter room,
supplies for sheliering shauld be stored. Before a ciemicd acadent occurs, outfit yo ur shelter kit
with the folowing:

T Plastic $ieeting -Pre-cut plastic sheéng to fit over any windavs or vents in he shelteing
area.

T Ducttape- Rolsof duct tge to le ugd to ecue theplastt ove windows/\entsandto
seal doors.

T Battery opeated radi with fesh latteries In the eent of a pwer outage, adttery
operated radiis recessy to heaemergncyannounemats ncludirg the “d clea”
whenthe emergeng is over.

T Flashight and fresh batteries.

T Bottled water for drinking.

T First aid kit

The shdter room shauld aso havea telephone (ather reguar or cellular)for emergency useonly.
Stayoff the plone diring the skelte inplace to kep Ines fee br energery respndes. Ifyou
have an esrgencyn your sheer room, use the phone to call 911 fophel

Check your shadr kit on a regular basiDuct tape and firstcasuppkes can someties dsappear
when all employeesrow whee the shelteiit is stored. Batteries for the radioand flashlight
should bekept fresh.

Developan emergacy plan and chddist with your employees. Vdunteers or recruits shouldbe
assgned specific duties during an emegencgy. Alt ernates $ould be assgned to each duty.

Plan & leasttwo stelter in place diills annually. The first drill can be aanounced, then laer drills
shauld beunarmouned. t isusdul to invite outgde dril montors to olsere your dill and to
participate iran after-drllcritique. Critiques caprovide you wh valuale irsights to improve
protecion for you and your emplegs during cherwal emergenes.

A model Sklter In Placedr Offices plans provided. You can mdgithe pan to suit your
particular situation.



SAMPLE PLAN

Thisisan example of a plan that a business could develop for shelter in place actions. You
should develop your own plan with an employee planning team. The following plan can be
used to assist in developing your own plan.

Shelter In Place Plan for ABC Company, Inc.
1234 JonesBoulevard
Anywhere, USA

NOTICE!

In the event hat a $elter in gace is advisedor the areancluding the ABC Company, all persms
in the building will be ndified that ABC Company is peparing to shelter in place andthat all
doors will be locked dter 3 minutes. All employees ad vistors must decide wheher to shelter in
place at ABC Copany util the “dl clear” is annunced or whether they Mlieave the prerses
within 3 minutes. After that time, no ae will be allowed ¢ bre the sal on he building unt the
“all clear” s announced.

Shelter In Place Procedures

Communications:

Procedure Respondble Party NeededSupplies/
Equipment/Rules

Listen for announcement receptionist weaher radio
on rado/weather rdio/TV

Announce to emplees receptionist intercom sgtem
and \sitors that a shdter in

place has ben advised ad

that the sheltergplan

should bemplenented

immedigely

Locate cellular phoe receptionist cell phones irsales ofte,
(take to the break room) exeutve site

Take enpbyee aml visitor receptionist All empbyeesand vsitors
sign-n sheets to the shelter must sign in anaebut of the
area (break room) buiding d the reepton

desk



Procedure

Control of air movement:

When ntercom announces
shelterm place,
immediaely turn off all air
handling equipment

Make swe allwindows are
closed anddacked

When 3 minutehave
elgsed place gnon
outside and lock bbutside
doors

Shelter Room Procedures:
Ascertan preserce or

wheredouts of all persns
on employeedisitor sign-n

shets

Sealwindows aml vents
with plagic

Seal door with duct tape

Monitor rado broadast or
emergencynessages

All Clear Procedure:

Respondble Party

Mainteran@ Dept.
1) Chiefof Mairtenance
2) MantenanceSupevisor

Each officemhabitant must
assure that his#éin windows
are closed ana¢tked.
Floor nontor/ aterrate
chedks dffices, windows (in
offices aml incomnon
areas) and closesfiok
doorsas le/$e novesto
shelter room. Make aure all
fire doors are closed.

Jartor 1- frort door
(alternate, Janitor 2)
Engineering Dept. chief -
back door (alternate,
Senior Engiaer 1)

Receptionist

Engineer 1, 2, and 3
(alterrates, Sals maager,
Accountant and Stock
marager)

Accours payaleclerk
(akerrate, Accounts
receivale ckrk)

President (alternate, 68
Pregdent)

NeededSupplied
Equipment/Rules

Locate main atoff switch
for heding, cooling and

ventilation systes Label
with shelter in place shuoff

Signsshauld indcatethat a
shelterm places in efect
and tha doors will not be
opened until théll Clear
IS sounded.

Signin shets

Shdter kit

Shdter kit

Shdter kit



Procedure

“All Clear” messag is
receivedfom emergency
officialsover téevision or
radio

Employees Wl leave the
shelterroom and
immediately go atsidethe
building to pre-arranged
meeting eea

Open all windevs and
doors (thendave hig.)

Turn on ventlation sysems
(then éave hig.)

Account for allemploges
and vsitors

Return to building when it
has keen horoughly
ventikated

Respondble Party

President (alternate, &8
Presdent)

Individual enployees

Floor Monitors,
Engineemg Depatment
Chief other assigned
employes

Janior 1 or 2

Receptionist

To bedetegmined by
building engneers in
advance of eargency

NeededSupplied
Equipment/Rules

Rado from stelter kit

Employee andsisitor sign-
in shets



SHELTER IN PLACE CHECKLIST
for omnuncaton enployee (reeptonst)

RespadesiEmpbyee Chedlist current as d:

Alternate Eogpke (date)

When ashelter in place adiisory is issued, the respnsble emgdoyee (e.g., receptionist) shall:

G Announce “All employees ad vistors — A shdter in place advisory has ben issied All
employes and sgitors shoulddave your current area and proceed to theflirsr break
room. Emjoyees sbuld nmake sureffice whdows ad doors are oked befre leaing.”

G Locate a e&llular phone (from execuive suite o sdes dfice) and enployeebisitor sign-n
sheetand take tbm to the Iseter in paceroom (brela room).

G Determine from signdin sheets wheher all employees &d vistors ae accounted for. All
employees ad vigtors should be inthe shelier in place room within 3 minutes. If all
signal in pesors arenot n the skelkter roomwithin 3 nminutes notfy the Pesdert.

G When the All Clear” 5 issued, take thegsi-in sleets and leavthe shelter room. Proceed
to the pre-arranged meeting area outside tiiditg.

G Account for employees andisitors using signin sheetsRepat any discrepacies tothe
Pregdent.

G When the bilding has beewentiated, return tolte buitling and replce the ceallar
phone ad sgn-n shets.



SHELTER IN-PLACE CHECKLIST
for mantenance eployees

RespaesEmpbyee Chedlist current as d:

Alternate Eoypk (date)

When a sélter in pace advisorys ssued, the responklenployee (e.g., Cbf of Mantenance)
shall:

G Immediately poceal to the mechaicals roan and tun off all air handling eqgpment
(HVAC).

G Proceed b the break oom for the remainderof the shelterin place. Ya shoud be in the
break roomwithin 3 mnutesof the amourcenent.

G At the “All Clear,” leave the break room ard proceedto the mechanicals room. Turn all
ventilation equipmenbn.

G Leave he building and gdo the prearranged medhg area aitside Checkin with the
recetionst.



SHELTER IN PLACE CHECKLIST
for front door monitor (janitorial staff)

RespolestEmpbyee Chedlist current as d:

Alternate Eogpke (date)

When ashelter in place adisory is issued, the responsble emgoyee (e.g., janitor) shdl:

G

G

Collect the “Shdter In Place in Effect- NO ENTRY” sign and gdo the frontdoor of the
office buitling.

After 3 mnutes have passeplace the gn on the outside of the door, lock it and proceed
to the break room.

Reman in the bbeak room until theAll Clear” 5 announced.

Unlock front door, take sign down, prop the door open, and doetpre-arranged
meetng aea otside. ek in wih the reeptonist.

Return to your siation when the bilding has been aopletely ventilaed and he Pregent
has instucted employeesd return to work. Upon retuming to the building,close he front
door and put the NO ENTRY sign backits storage place.



SHELTER IN PLACE CHECKLIST
for backdoor monitor (engineeing staff)

RespolesiEmpbyee Chedlist current as d:

Alternate Eogpke (date)

When ashelter in place adsisory is issued, the responsble emgoyee (e.g., engireeling staff) shall:

G

G

Collect the “Shdter In Place in Effect- NO ENTRY” sign and gdo the back a@or of the
office buitling.

After 3 mnutes have passeplace the gn on the outside of the door, lock it and proceed
to the break room.

Reman in the beak room until theAll Clear” 5 announced.

Unlock back door, take sign down, prop the door open, and go to the pre-arranged
meetng aea otside. Qe in with the reeptonst.

After huilding is conpletey ventlated ad ypon nstuction fomthe Pesder, retun to

your office. Upon returning to the bdiihg, put the NO ENTRY sigback inits storage
plae and dse the ack door.
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SHELTER IN PLACE CHECKLIST
for allemploges

RespolesEmpbyee Chedlist current as d:

Alternate Eogpke (date)

When ashelter in place adsisory is issued, each empoyee shall:

G

Upon hearing thehglter inplace anouncement, maksure alloffice windows are oted
and locled. Clase youroffice door when you leavelmmediakly go tothe bieak rcom and
escort anyidtors to that room.

Renain in the beak pom until the “All Clear’isanmuned. mmedatel go outsile to
the pre-arnaged neetirg area ath checkin with the recepbtinis. Make suranyvistors
are es@rted to the meding area aswell.

After the buiding s thoroughf ventilated and pion irstructionfromthe Presient, return
to your office.
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SHELTER IN PLACE CHECKLIST
for floor montors

Respolestbmpbyee Chedlist current as d:

Alternate Emgpke (date)

When ashelier in place adsisory is issued, the responsble emgoyee shall:

G

G

Make sure alkmploges and gitors on the floor have proceeded to th& floor break
room.

Check all oftes and comon areas to make sure windows are closed and locked. Close
any open ofte doors. Make sure afiiye doors are closed.

Go to the break rao for the duration of the slter in phce.

When the “All Clear”is announed, retum to your floor, open any oprable windevs and
office doors, prop pen fire doors.

Go outgle to tle prearrangal neetng aea ad ek in with the reeptonst.

When the bilding is thooughly venilated andyou areinstruded to return to the building
by the President, closedidoors and windows in the common areas.
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SHELTER IN PLACE CHECKLIST
for window seahg crew

RespolesEmpbyee Chedlist current as d:

Alternate Eogpke (date)

When a sélter in pace advisorys ssued, the responklenployee (e.g., witlow sealig crew)

shall:

G

Closeand bck ofice window and adse door on the wao the lbeak room.
Remoe platic ieets ath duct taperbm slelter ki.

Place pstic over widow and seal edgesttviong strips of duct tape. Be sure tape
securel ovealapsall edges othe péstic.

Place plastic over all vents and ®al with long strips of duct tape. Be aure tape scurely
overlaps dledges of the pktic.

When the “All Clear’is announed, immediagly remove he plasic from thewindows and
vents. Open the wilows, if operakel

Go outgde to tle prearrangel meetng aea ad dedk in wih the reeptonist.
When the bilding is thoroughly venilated andyou areinstruded to return by the

President, return to the break room, fold thetglaheets and return theaptic and duct
taperollsto theshdter kit.
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SHELTER IN PLACE CHECKLIST
for door sealing crew

Respolestbmpbyee Chedlist current as d:

Alternate Emgpke (date)

When a sélter in pace advisorys ssued, the responklenployee (e.g., door seajjrcrew)

shall:

G Closeand bck ofice window and adse door on the wao the lbeak room.

G Remoe duct taperbm slelter kt.

G Chek wih reeptonist to asgre that al enployees hveenteed tle brak room
(approximatgl 3 mnutes after the announcemt). Lock door ® break room and seal
edges vth lorg stripsof duct tape. B sure tapsecurel ovelapsall edges othe door.

G Whenthe “All Clea” is announed, mnedidely remo\e the taperém the door.

G Go outgde to tle prearrangel meetng aea ad dek in wih the reeptonist.

G When the bilding is thoroughly ventlated andyou areinstruded to return by the

President, returnotthe break rom and return the duct tapolls to the shelter kit. Also
méeke sure that thebattey-operded ralio hashea reaurred to tle sketter ki.
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